
 

 

 

 

 

 

APPLICATION  

PACK 
 

POST OF Estates Officer 

 

DETAILS ABOUT THE POST 

GRADE SP7 – SP23 £20,092-£27,747 

TYPE OF POST Support 

START DATE As soon as possible 

REASON FOR VACANCY 
 

Establishment Needs 

 

INFORMATION PROCESS 

CLOSING DATE 12noon, 22nd May 2022 

INTERVIEW DATE tbc 

INTERVIEW PANEL Estates Director, Estates Manager and HR Advisor 

  

EMPLOYMENT CHECKS REQUIRED 

• Completed application form 

• Employment history including explanation of any gaps 

• Proof of academic and professional qualifications 

• Receipt of two professional references 

• Enhanced DBS.  Overseas criminal records check (if appropriate) 

• Prohibition from teaching check 

• Right to work in the UK 

• Health check 
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Dear Applicant,  

RE: Estates Officer 

Thank you for expressing interest in the above vacancy we have here at Duke’s Aldridge 

Academy. 

Please find attached an application form and information about the post. I hope this provides 

the information that you need in order to decide whether to apply.  

The academy enjoys a rich mix of culturally diverse students drawn from one of London’s 

most ethnically vibrant wards. This socio-economic profile shields a positive and vital aspect 

of our academy’s community. The academy’s specialism is for the arts (English, Media and Art). 

The academy is fully integrated with the secondary base of the Vale Special Academy for 

children with physical disabilities and complex needs which share the campus and buildings. 

Duke’s Aldridge Academy is a member of the Aldridge Education family of academies.  The 

link to the website is as follows: http://aldridgeeducation.org/ 

Duke’s Aldridge Academy (formerly Northumberland Park Community School) was judged as 

‘good’ in its last Ofsted inspection in November 2019. We have set ourselves the goal of 

moving from being good to being outstanding in all aspects. 

Duke’s Aldridge Academy places teaching and learning at the heart of everything we do and 

continuously supports and trains its teachers to become excellent. The academy has achieved 

a dramatic improvement in achievement over the past few years, breaking through the 

presumptions that social deprivation limits attainment. We intend to continue to raise 

achievement beyond national averages and that of academies whose children and families are 

in more fortunate circumstances, as for our children more than others, education and 

achievement is a vital basis for their future life chances. 

 

 

 

 

 

 

 

 

 

 

 

http://aldridgeeducation.org/


 

When staff, students and families walk through our gates and onto our site, they belong to the 

Duke’s Aldridge Academy.  In this community, we build meaningful relationships based on 

trust and mutual respect. Our classrooms, corridors and the academy environment are safe 

spaces where nobody is judged and everyone is valued.  Our ethos, driven by our commitment 

to Duke’s values, is built on inclusion and our dedication to care for each member of our 

community as an individual.  We put learning and learners first in every decision we make.  

We are proud of our academy and committed to supporting all staff and students to “be the 

best you can be”. 

 

Once appointed, we expect that all staff will continue with their professional development 

which emphasises teamwork and the sharing of good practice.  Our programmes for trainees 

and NQTs are particularly strong and have been highly praised by HMI.  Staff are valued highly, 

moral is high and there is strong recognition that all play an important role to enable our 

academy to succeed. 

In completing your application please note the details of the application process and the closing 

date in the pack.  If you have not heard from us by the interview date stated in the applicant’s 

information sheet, I am sorry to say that your application will have been unsuccessful on this 

occasion. 

If you feel that you have the necessary skills and commitment to work at Duke’s and relish 

the opportunity to contribute and make a difference then I look forward to hearing from you. 

 

Yours sincerely, 

 

 

 

Monica Duncan 

Principal – Duke’s Aldridge Academy 

 

Additional information about our academy can be found on the academy’s 

website: www.dukesacademy.org.uk 

 

 

OUR MISSION 

 

Inspire to Excel 

 

 

OUR VISION  

http://www.dukesacademy.org.uk/


 

Duke’s Aldridge Academy provides an outstanding education within a vibrant community 

where the expectation is to excel. For each individual we promote achievement, success, 

strength of character, tolerance and a love for learning. We provide the support, challenge 

and breadth of experience which ensure our students become creative, resilient and successful 

adults. 

 

 

OUR VALUES     

 

We are a values-driven organisation with a commitment to non-selective, inclusive 

schools providing children and young people with an exceptional educational experience. 

We value: 

 

• our students, their potential, their contributions and their aspirations 

• the community we serve and its right to locally provided, high quality education 

• the cultural diversity and richness of our community within the context of British 

Values 

• academic rigour at all stages to create a learning environment that provides challenge, 

engagement and achievement 

• respect, fairness, courtesy and the right to equality of opportunity as the entitlement 

of 

each member of the academy community 

• ‘professional integrity’ and transparency 

• our staff and their right to professional development and growth 

 

 

 

 

  



SAFEGUARDING STATEMENT 

 

Duke’s Aldridge Academy Safeguarding Strategy forms a fundamental part of our approach to 

providing excellent pastoral care to all students. We believe that all students, regardless of 

age, special needs or disability, racial/cultural heritage, religious belief and sexual orientation 

have the right to protection from all types of harm and abuse. 

 

The objective of the Safeguarding Strategy is to help keep our students safe by providing a safe 

environment for them and to educate them about keeping themselves safe. 

 

The Safeguarding Strategy consists of: 

 

1. Adridge Education Trust Safeguarding Policy 

2. Duke’s Aldridge Academy Procedures 

3. Training to equip staff and volunteers to carry out their responsibilities in relation to 

safeguarding and promoting the welfare of students 

 

The Safeguarding Strategy provides a clear framework within which individual academies will 

develop systems and local procedures to: 

 

• Prevent unsuitable people working with children 

• Identify students who are at risk of, and/or are likely to suffer significant harm and take 

appropriate action with the aim of making sure they are safe 

• Record and share information appropriately 

• Respond to allegations against staff and volunteers 

• Promote safe practice and challenge poor and unsafe practice 

 

Adherence to the Duke’s Aldridge Academy Safeguarding Strategy is mandatory for all staff 

and volunteers. 

 

We recognise that Safeguarding covers much more than child protection and so this strategy 

will operate in conjunction with related policies and procedures, such as effective whole 

academy policies on: health and safety, anti-bullying, behaviour management, IT and academy 

security.  

 

Our approach to safeguarding is based on, and reflects the current principles recognised in 

UK legislation, including those around maintaining confidentiality and reporting concerns about 

students likely to suffer significant harm to the child protection agencies. 

 

We are committed to working in partnership with parents; child protection agencies and 

diverse communities, to continuously develop and improve the Safeguarding Culture within 

our academy. 

 

September 2019 

  



  



  



  



  



  



  





 

JOB DESCRIPTION: ESTATES OFFICER 

 
Job Title: Estates Officer (London) 

 

Location: Academy and cluster 

 

Reporting to: Estates Manager 

 

Contract Basis: Full time – 37 hours per week 

 

Salary Scale: £20,092-£27,747 (SCP 7 to 23) 

 

 

Overall Responsibilities: 

The Estates Officer role is to ensure that their academies functions safely and effectively on a 

daily basis. The role is customer focused and is key to ensuring that all estates and facilities 

services are available and fit for purpose at all times. As a member of the Estates Team, the 

Estates Officer is expected to set and maintain high professional standards at all times and 

support the academy leaders and the Estates Manager and the wider Estates Team in delivering 

both an outstanding service to our customers and the vision of the Trust. Whilst being based 

in a ‘home’ academy the Estates Officer maybe required to work and support other academies 

within the cluster and region.  

 

Responsibilities 

 
Estates Operation 

● Manage the building and grounds and undertake repairs and maintenance to fixtures and 

fittings, including desks, tables and chairs, and decoration within the academy and the 

estates cluster of Academies 

● Carry out in-house statutory testing as required 

● Undertake physical work both indoors and outdoors, including: moving and lifting heavy 

objects, sweeping playgrounds, cleaning, gardening and grounds maintenance, setting up 

for curricular and non-curricular academy events, community use and other events as 

required by your customers 

● Ensure all tests are logged and recorded using the Trust’s processes 

● Ensure litter bins are emptied as required and your academies are litter free 

● Act as a key holder for your academies and attend emergency call outs as necessary 

● Be responsible for the academies’ security, including the opening and closing of the 

academies on a daily basis, including evenings, weekends and public holidays 

● To report to the Estates Manager concerning all aspects of the lettings arrangements, 

including planning and maintenance and related issues if they occur. 

● Replace lamps as instructed 

● Synchronise clocks, time switches etc., as required 

● Respond to all requests received from your academies in an appropriate and professional 

manner, logging and reporting actions and outcomes to the Estates Manager as required 

● Ensure deliveries are dealt with safely and efficiently and notes are passed to the 

appropriate person, as well as ensuring items are moved to the appropriate place in a 

timely manner 

● Follow safe systems of work, and have a working knowledge of relevant risk assessments 

and method statements 



● Under instruction from the Estates Manager guide, monitor, manage or support 

contractors, carrying out planned maintenance and other works on site 

● Take appropriate action and report all site security issues to the Estates Manager, as soon 

as becoming aware of such issues 

● Ensure CCTV equipment is used in conjunction with Trust policy 

● Ensure all safeguarding procedures are adhered to and any issues are reported to the 

designated person within your academies 

● Ensure the intruder alarm system is always activated and the buildings are not left 

unsecured. Report any issues to the alarm company and the Estates Manager 

● Ensure all entry points, including gates, doors, windows and other security measures are 

working effectively and that any security issues are reported the Estates Manager 

● Ensure compliance with Control of Substances Hazardous to Health regulations and if 

unsure seek advice from the Estates Manager 

● Report any health and safety issues to the Estates Manager, as soon as becoming aware of 

such an issue, having made the issue as safe as possible 

● Ensure that you support the implementation of and champion the Trust's Health and Safety 

policy at all times, completing and adhering to risk assessments, safe working practices and 

procedures. 

● Responsible for the on-site management and coordination of an external contractor such 

as cleaning, catering and or grounds management  

● There will be times when you will be required to work and support an academy within 

your cluster 

 

Other 

● Lettings and hiring of facilities; oversee bookings, setting up rooms / equipment / facilities 

& breaking down as required, supervising lettings sessions, ensuring hirers safety whilst on 

site and lettings and hirers adhere to Academy lettings procedures 

● The Estates Manager is responsible and accountable for safely carrying out day-to-day 

operational tasks at academy sites. You are responsible for the safety of yourself and 

others and must not carry out any tasks, for which you do not have suitable experience 

or qualifications. If in doubt seek advice from the Estates Manager 

● To undertake the required swimming pool water quality and chemical testing. 

● To report and escalate any test results that are outside of the required and stated 

parameters and take action as directed to your level of knowledge and competence 

● To undertake swimming pool and pool plant operations tasks in line with the training 

received 

● To raise any safety or operational concerns regarding the pool test results and general 

pool operations in line with your knowledge and competence 

● To ensure, in relation to all the above responsibilities, that systems for monitoring and 

reporting are used 
● To work with the Estates Manager and senior Estates staff, academy leaders to deliver a 

first class service that meets our customer's expectations 

● To carry out other reasonable tasks, as directed by the Estates Manager and academy 

leaders, including carrying out some or all of the above duties at other academies within 

the area and cluster 

This job description is a guide to the duties the post holder will be expected to undertake. It 

is not intended to be exhaustive or exclusive and will be subject to change as working 

requirements dictate and to meet the organisational requirements of Aldridge Education. 

 

Other clauses: 

1. The above responsibilities are subject to the general duties and responsibilities 

contained in the relevant staff handbook. 

2. This job description allocates duties and responsibilities but does not direct the 

particular amount of time to be spent on carrying them out and no part of it may be 



so construed.  

3. The job description is not necessarily a comprehensive definition of the post.  It will 

be reviewed at least once a year and it may be subject to modification or amendment 

at any time after consultation with the holder of the post. 

4. This job description may be varied to meet the changing demands of the Trust at the 

reasonable discretion of the Chief Executive Officer. 

5. This job description does not form part of the contract of employment.  It describes 

the way the post holder is expected and required to perform and complete the 

particular duties as set out in the foregoing. 

6. Post holder may deal with sensitive material and should maintain confidentiality in all 

Academy and Trust related matters. 

7. To obtain estimates and quotes where needed for any building or refurbishment works 

8. Collect supplies in order to make emergency repairs 

9. To complete necessary safeguarding and child protection training and any other 

training programmes as deemed necessary in order to ensure the safety of the pupils 

and staff at all times 
 

Other Responsibilities 

Operating at all times within the stated policies and practices of the Cluster 

Academies and the wider Trust. 

 

Abiding by and practicing the Aldridge Education Operating norms: 

• We are Aldridge Education 

• The standard is excellence 

• We champion equality 

• We’re in the work together 

• We behave with integrity 

• We lead by example 

• We use time well 

 

Equal Opportunities 

• To know and adhere to the Trust equal opportunities policy and equalities legislation 

and implement in relation to job responsibilities in employment and service delivery. 

 

Health and Safety 

• To take reasonable care for his/her own health and safety and any other person(s) 

who may be affected by his/her acts or omissions at work, in accordance with the 

Health & Safety legislation. 

• To co-operate with the Trust insofar as is necessary to enable it to comply with its 

duties under relevant health and safety legislation. 

  

Safeguarding of Children Young people and Vulnerable Adults  

To be aware of and work in accordance with the Trust safeguarding child protection policies 

and procedures in order to safeguard and promote the welfare of children and vulnerable 

adults and to raise any concerns relating to such procedures which may be noted during the 

course of duty. 

The post holder will be required to have a valid Enhanced Disclosure and Barring Service 

(DBS) certificate and be re-checked every 3 years as per Trust policy. 

  



 Essential Desirable 

Qualifications 
 

Qualified to GCSE standard or equivalent 
 
 

Training in a relevant trade 
or profession – e.g. joinery, 
painting and decorating, 
plumbing 
 

Knowledge/Experience 
 
 
 
 
 

Experience of hands-on premises 
management and maintenance, building 
cleaning and or building management  
 
Use of general cleaning equipment 
 
Proven skills in repairs and maintenance 
in a variety of trades / disciplines, with 
good standard or DIY skills 
 
Taken responsibility for security of a 
building with general knowledge of 
security systems 
 

Understanding through 
experience or qualification 
of health and safety 
practises 
 
Understanding of managing 
and working with 
contractors 
 
Previous experience of 
working in an education 
environment 
 

Line Management N/A - no direct line management 
 
Experience in the management and 
monitoring of 3rd party contractors 

 

Budget 
 

N/A  

Scope of the Role 
 

Academy & local Academy cluster  

Skills/Abilities 
 
 
 
 
 

Ability to prioritise and manage time to 
meet customer requirements 
 
Proven skills and the ability to carry out 
general repairs, maintenance and 
general decoration skills 
 
Ability to lift and carry items 
 
Ability to follow and comply with 
instructions on equipment and/or 
materials usage  
 
Willingness to and effective in working as 
part of a team  
 
Ability to work to deadlines  
 
Ability to manage own work effectively  
 
Flexible approach in terms of working 
hours and work location 
 
Able to use own initiative  
 
Ability to carry out health and safety 
checks, implement corrective measures 
and maintain relevant records 
 
Good customer care skills 
 

Use of commercial site 
maintenance equipment 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This may include a 
knowledge & / or 
experience in swimming 
pool operations and safety 
 



Positive ‘can do’ attitude and approach 
to supporting the business and delivering 
an excellent customer experience 
 

Special Requirements 
 
 
 
 

To cover lettings and be willing to work 
outside of normal hours if required 
 
Must be reliable and resilient, 
hardworking and flexible with evenings 
and weekends. 
 
Willing to cover additional hours and be 
available for the ad-hoc lettings 
 
Willing to undertake relevant training 
 
Requirement to travel to other sites 
within the cluster or region when 
necessary 
 
 

Previous experience in 
swimming pool operations, 
testing and routine 
maintenance 
 

 

 

  



 

ALDRIDGE EDUCATION ESTATES TEAM: 

Estates Department Vision 

The Estates Department Vision supports the Aldridge Attributes, it’s foundation goals to 
inspire, skill & mobilise young people & the Education Vision to exceed by enriching the 
students experience.  The Estates Team will deliver a safe & sustainable learning 
environment whilst maintaining, developing & enhancing our Academies and facilities to 
inspire not only our students but also our teachers, support staff and the wider community, 
now and in the future. Reducing our impact on the environment & striving to be carbon 
neutral, our Estate will provide the space and facilities that will develop our students’ 
entrepreneurial specialisms that the Trust aspires to. 

 
We are looking to appoint an Estates Officer to join our Trusts Estates Team.  Working in our 
Duke’s Aldridge Academy, the Estates Officer will ensure that the academy functions safely 
and effectively on a daily basis. The role is customer-focused and is key to ensuring that all 
estates and facilities services are available and fit for purpose at all times.   As a member of 
the Trusts Estates Team, the Estates Officer is expected to set and maintain high professional 
standards at all times and support the academy leaders and the Estates Manager, and the 
wider Estates Team in delivering both an outstanding service to our customers and the vision 
of the Trust. 

The Estates Officer will work on a shift rota which may include weekends. 

Key responsibilities: 

• Maintain the building and grounds and undertake repairs and maintenance to fixtures 
and fittings, including desks, tables and chairs, and decoration within the academy. 

• Carry out in-house statutory testing as required and ensuring that all tests are logged and 
recorded using the Trust’s processes. 

• Undertake physical work both indoors and outdoors, including moving and lifting heavy 
objects, sweeping playgrounds, cleaning, gardening and grounds maintenance, setting up 
for curricular and non-curricular academy events, community use, and other events as 
required by your customers 

• Follow safe systems of work, and have a working knowledge of relevant risk 
assessments and method statements 

• Respond to all requests received from your academies in an appropriate and professional 
manner, logging and reporting actions and outcomes to the Estates Manager. 

• Act as a keyholder for the academy and attend emergency call outs as necessary. 

• Be responsible for the academy’s security, including the opening and close of the academy 
on a daily basis, including evenings, weekends and public holidays. 

Aldridge is committed to safeguarding and promoting the welfare of children and young 
people in our academies. In order to meet this responsibility, we follow a rigorous selection 
process. All successful candidates will be subject to an enhanced Disclosure and Barring 
Service check. 

 

 

 



HOW TO APPLY / PROCESS OF SELECTION 

 

If after reading the details you would like to apply for this post, please: 

 

1. Complete the application form in full online via the Trust’s People HR Applicant 

Tracking System, https://aldridgeeducation.peoplehr.net/Pages/JobBoard/Opening.aspx?v=13113838-

dac3-4cf2-8239-71adba132370 
 

2. DBS declaration must be completed and returned 

 

3. Interviews are planned for: tbc 

 

Your application forms should be completed via the People HR System. If this is not possible 

please send completed forms to: recruitment@dukesacademy.org.uk  

 

 

Completing the application 

Candidates are asked to complete all the standard information required on the application 

form and to submit a support statement addressing the job requirements. 

 

References 

Candidates are advised that references will be taken up immediately after shortlisting. 

Candidates are asked to ensure that their referees are aware of the need to respond within 

the timescale set. In all cases two professional references are required. 

 

Safeguarding children 

Prior to appointment, formal checks will be made in accordance with the current requirements 

relating to child protection, this will include an enhanced DBS check. 

 

Feedback 

Please note that we do not confirm receipt of applications. 

 

Selection process 

Candidates who are shortlisted will be contacted and invited in to participate in the selection 

process. We do not inform candidates if they have not been shortlisted. 

 

 

We look forward to receiving your application.  

https://aldridgeeducation.peoplehr.net/Pages/JobBoard/Opening.aspx?v=13113838-dac3-4cf2-8239-71adba132370
https://aldridgeeducation.peoplehr.net/Pages/JobBoard/Opening.aspx?v=13113838-dac3-4cf2-8239-71adba132370
mailto:recruitment@dukesacademy.org.uk

